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Summary

Public folders are predefined storage areas on an Exchange server that
allow the grouping of information so that it can be shared among multiple
users. Public folders can also be used as an application, such as a
bulletin board, Listserve, Internet usenet news group, etc.

Enterprise Public Folders:

Enterprise public folders will contain information that must be either
transmitted to all CDC employees, such as, OD and OPS announcement, HRMO
vacancy announcements, etc. or shared information among select CDC
professionals, such as, listserve and usenet news groups.

   * Enterprise public folders will be replicated to all Exchange servers
     once per hour.

   * Ownership, administration and maintenance of enterprise public folders
     will be the responsibility of the IRMO E-mail Team, all other users
     will have read-only rights.

   * Enterprise public folder items will be aged in 90 day intervals.

   * Enterprise public folders that contain information for CDC-wide
     dissemination must be approved by the Business Steward responsible for
     that specific information.

   * The IRMO E-mail Team must approve the creation of enterprise public
     folders that pertain to listserve and usenet news groups.

CIO-based Public Folders:

Each CIO may have a top-level folder bearing that CIOs name.

   * CIO top-level folders will not be hidden.

   * CIO created top-level folders will be administered by the CIOs
     Exchange administrator or in the case of CIO shared Exchange servers,
     a designate from the CIO IRM network support group.



   * Replication of public folders owned by CIOs, other than top-level
     folders, is prohibited.

Public Folder Naming Conventions:

Exchange administrators will assign display names to public folders which
clearly define both their purpose and the scope of their use. Folder names
will follow these guidelines:

   * All public folder names will start with the CIO name, "/," folder
     specific name, such as, NCEH/HelpDesk.

   * The word "folder" will not appear in the folder display name.

   * Acronyms and abbreviations will be used minimally.

   * Folders specific to a CIO, division, branch, or group will reference
     the appropriate name.

Public Folder Replication:

The Exchange server allows distributed and synchronized shared information
through public folder replication. Public folders are replicated folder by
folder and may extend to every Exchange server or to only one server. The
directory structure of public folders is automatically viewable to all.
Data content of public folders can be restricted by permissions.

   * CIO to CIO public folder replication is prohibited until statistics
     can be analyzed as they relate to utilization of WAN bandwidth and
     Exchange server disk space allocations.

   * CIOs with more than one Exchange server are also prohibited from
     public folder replication within that CIO until statistics can be
     analyzed as they relate to utilization of WAN bandwidth and Exchange
     server disk space allocations.
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